JOB DESCRIPTION

Role:


Assistant Caretaker
Hours:

30 hours per week/52 weeks 
pro rata

LBR Grade 2.3.  30 Hrs pw.  Gross £23,847.49.  52.14 weeks
Location:

Both Little Heath sites: Eastern Ave, Ilford IG2 7SS  and 



Hainault Road, RM6 5RX.
Responsible to:
Senior Caretaking & Premises Officer/Head of School 



School Business Manager
MAIN AIMS         
Under direction/instruction of premises manager/school business manager provide general support to staff and pupils for upkeep of grounds and premises.  
To provide a caretaking service to School

To maintain the site to the highest possible standards

To order and receive relevant stock in relation to the post and maintain budget to ensure best value
To carry out Lettings during week and weekends as and when required.

PORTERAGE

· To receive, check and distribute goods and equipment to various locations around the school.

· Collecting and delivering items to and from local venues including Post Office, Bank and timber/hardware stores.

· Moving and setting up furniture and equipment as directed, including moving heavy teaching equipment 
SECURITY

· Opening up and locking up the the school premises on a routine and non-routine basis.

· Reporting breaches of security.

· Dealing with enquiries from members of the public.

· Checking and reporting and maintaining electronic logs: (Fire alarm, systems, Burglar Alarm systems, Reporting cases of illegal entry to police and allowing access if required, Ensuring external/internal security lights are in good working order; 
· Ensuring that unauthorised parking of vehicles does not occur; Preventing trespass, including challenging identity of unknown persons and escorting individuals to school office; Unlock school buildings and areas (in absence of senior premises staff); Operate alarm systems where appropriate
MAINTENANCE GROUNDS
· Undertake appropriate repairs. e.g. redecorating and fixing

· To carry out various maintenance duties to ensure that the general upkeep andmaintenance of the premises is satisfactory.

· Operation and maintenance of heating plant and lighting systems

· Collect and assemble waste for collection

· Operation and maintenance of grounds maintenance machinery

· Undertake cleaning duties such as graffiti removal, litter-picking

· Provide emergency access to the school site

· Co-ordinate deliveries to the school site

· Portering duties, e.g. moving parcels, furniture and equipment

· To undertake emergency cleaning duties i.e.spillages/bodily fluids
· To carry out driving duties when required

· Undertake any necessary training

FIRE PRECUATIONS
· Check alarm system, activators and bells on regular weekly basis in accordance with procedures.

· Record Fire Alarm 

· Checking fire appliances and reporting defects to the senior leader and to the company responsible for Fire Maintenance.

· Ensuring fire doors, escapes and exit routes are left unobstructed and in good order.

· Participating in regular termly  fire drills in liaison with the Head Teacher

Responsibilities:

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.
· Contribute to the overall ethos/works/aims of the school

· Participate in training and other learning activities as required

General

· To be part of the emergency on-call team for the school
· Frequent inspection and cleaning throughout the day required to prevent build up of odour of all toilet blocks
LIGHTING

· Ensure all lights are in good working order.

· Carrying out tube and bulb replacement throughout the site.

· Ensuring efficient use of lights and compliance with energy conservation.

· Reporting all electrical defects.
CONTRACTORS & TRADESMEN

· Initiating processing and progressing responsive and cyclical maintenance works orders, in liaison with the Head Teacher.

· ensure contractors are signed in and out and directed to the sites of repair and maintenance work.  
· Arranging site access

· Ensuring contractors remove debris from site.
· Ensuring contractors on site observe Heath and Safety Regulations.

OUTSIDE AREAS

· Keeping drains and gullies free flowing, including unblocking drains and gullies.

· Clearing snow, spreading salt/grit and making safe accesses to school during inclement weather
· Keeping all paths and hard surfaces free from litter, debris and weeds.

· Keeping boundary fences and hedges trimmed and free from litter.

· Keeping flowerbeds tidy and litter free.

GENERAL HANDYMAN DUTIES
· Lubricating locks, gates, paladin bin wheels, pumps and machinery as appropriate.

· Repair, replacement or renewal of:-Door handles, Door closures, Yale and simple mortise locks, Shelving (spur type), Pinboards, Limited painting (eg toilets/staff room), Fitting towel dispensers, 
· Fitting toilet roll holders/dispensers, Soap dispensers, Fitting and repair of curtain rails, Toilet seats, Toilet chains other reasonable ‘small jobs’ as agreed

Adjusting clocks to correct time and replacing batteries where necessary.

Boarding and making safe broken windows 

Undertaking duties logged in the Site Management 

Keeping cleaning materials, toilet requisites in a secure  orderly fashion and maintaining an inventory of stock.

Responsibility for repairs, refuse, maintenance and utilities 

Keeping records and comply with all relevant Health and Safety matters, including training, COSHH regulations and maintenance of equipment.

FLEXIBILITY

In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the post, at the appropriate grade.

ASSISTANT CARETAKER
PERSON SPECIFICATION

	Post Requirements
	Essential/

Desirable
	Criteria
	Assessed 

from:

	Experience relevant To post
	E
E
D

D
E
	Handyperson experience

Painting

Decvorating 

General technical/resource support

Clean driving licence

Experience in building maintenance work 
Ordering supplies following procedure
Security or key-holding experience
Use of ICT including Word, Outlook, Excel
	Application and Interview

T

	Competencies and

Special aptitudes
	E
	Reliability& trustworthiness e.g. in securing school.
Physical ability to carry out manual handling tasks, i.e. lifting, climbing and moving of items. 

Ability to relate well with children and adults
Ability to plan and prioritise a range of regular and irregular tasks. Ability to analyse tasks and how they may best be achieved.

Must enjoy working as part of a team; be adaptable, pro-active and supportive of colleagues.
Ability to relate in a firm but friendly way with a wide range of personalities.

Good Attendance record 

	

	Knowledge relevant to job
	E
E

D


	Health & Safety At WorkRegulations and the implications to the School
Knowledge of basic site maintenance 

Knowledge of good practices in building services, i.e. heating, plumbing, carpentry, electrical repairs etc.

Good DIY skills
Awareness of health and hygiene procedures

Knowledge of moving and handling procedures

Skilled use of relevant equipment needed to undertake the job

Ability to relate well to children and adults

Willingness to gain knowledge of cleaning procedures required to meet specific cleaning standards

	

	Education
	D
E
	Basic general education.
Good oral and written communication skills.
	

	Training
	D
E


	Recognised training/qualifications associated with caretaking/DIY activities 

Willingness to attend appropriate training and take responsibility for own professional development
	

	Special job requirements
	
	Ability to work a shift pattern involving evenings and some weekends on a non-regular basis
	

	
	
	
	


